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SUBJECTS Progedures for Rotification to Individaal of Disqualificetion
for Ymployment
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The principles sixd progedures deseribed in this semorsndua relate to
the notification te individuals, either applicants or employees, concerning
the faot of their disquslificetion for staff epluyasent. Iu addition to
the notificsiion procedure outlined herein, sush other procedures as aay
be required by law or regulation to acesaplish sepsrstion under the clircume
stances of each gase will be mp:lied.

2. ¢ les

&« The Director of Yersonmel is responsivle for notifylug individusls,
sither applicents or employees, of dlsqualification for emplaysent. Altbough
such disqualifisstion may be for medical, security or uther reasons, the
forasl notification to the individunal will not reveal the specific reasons
therefor unless forual clarges are 10 be asde egeinst the individusl.

be The Director of becurity and the Chief, dAedical Sisff, are respon-
sible fer adviging incumbeot employees of the resson for their disgualifie-
eation on security or medical grounds, respectively, if swon action is
decued soproprisie. '

3. HNedloal Disqualificutions

8. Agpllioants

{1} The Chief, Medical Steff, will forward recomasndations ‘far
sedical disqualification to the Director of Personmel for appropriate
adninistrative sction,

(2) The dedioal Staff will advise the individusl or, won his re-
quest, his pergonal physiclan of the reasons for nls disquslifisstion
when, in ibs opindon of the Hedical Staff, it is vital to the individe~
ual er to the jublis sealth that suoh inforwmatiosn be given, :
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(1) The Chdef, Hedical Steff, wil) forward recomsendations for
medloal disqualifioation to the Dirsctor of Perso nel for appropriste
sduinistretive astlion with & copy to the eppropriate operaiing official.

(2) Professional findings and recomsendstions will be discussed
with the esployse or, if be ar his properly designated representative
requests it, with his personal physieisn. Sush discussion will take
Place elther prior to or congurremtly with the formarding of the reo=
omwndation for disqualifiestion.

Sesurity Disqualifiscatious
e WM

The Director of Security will advise the Director of fersonnel in
writing of sll security disapprovals of ap-licent cases. Under no
oireuwstances will the applicant be edvised of the security dissoproval
but he will be sent & routine reject letter Ly the Direstor of Fersonnel,

(1) When sdverse security informstion is developed during entrence
an duty processing, the Office of Security will verbally advise the
Uffice af Fersonnal to place the individual in a *"nold" status. If
wpon appreisel, the inforuation is insufficlemt Lo require furtier ac-
tien, the “hold" will be relsesed by a teleshone call to the Office of
Personnel from the Office of Security. If uwon sppreissl, it begosmes
becessary to take securitly action the individusl will be personally
contacted by an Uffice of Ssourity representative and edvised that he
will be subjeot to adverse edainistrative action. if the imdividual
elects to submis a voluntery resignation, he will be relerred to the
Offise of Fersonnel where his resignation will be acoevted far “per-
sooal reasons.® The Office of FPersounel will be sdvised of tis desire
to resign &in order that he may be permitted to do so witoout effarts
to retaln hia. If the individusl does not eleoct Lo resign, his oase
will be referred to the Direclor's Gffice for spsropriste adainistra-
tive action.

(2) whencver it begoses negessary Lo security to dis;uslify an ine
cusbent eployee, the easloyee will be eontsoted directly by the uffies
of Secwrity and will be imterviewed and advised that sdverse adainistra-
tive sction is pending, If the individusl chwoses to resign, he will be
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permitted to handle this astier personally in a routine asnner taraugh
his division. The Director of lecurity will advise the Uirector of
Personnel in confidence of the individual's intention Lo resign. 1f

the individoel refuses to resign, his cese will be orepered and forwerded
to the Ddrectorts Office for e:provriste aduinistrative esstion.

Rotification Ly Office afr Fergsonnel

ae. Applicanis

Upon receipt of recomsendation for disqualification of en ap;licant
for mployment. for security, wedisal, or other reasons, the Office of ,
“ersonnel will inform the sponsoring official, if any, of the disgualie -
fication {0 determine whether he desires furtuer review of ithe cese.
khea a decislon has veen as roved to cancel progessing, the Gffice of
Jersamnel will appropristely motify the individusl.

be Employees

Upon receipt of recousendation for disgualificstion of an employee
for security, sedlesl, or other ressons, the Uffice of “ersomnel will
inform the eaployee's senlor supervigsor to delermine whelher he desires
further review of the case. when & decision to sevarste the emsloyee
has been reached, the Office of “ersannel will appropristely notify the
individual of this feet and of the genersl nature of the resssns (se~-
surily, sedlical, or ather) end sdvise hia as $o how further amplifice-
tion aay be arranged through the Office of Security, Msdiocsl Staff, or
other office, a3 appropriste. The Office of Personnel will ensure that
the separation action ie effected In complisnce with sppliceile lawms,
rules and regulstions.
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